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ADM NI STRATI VE PROCEDURES FOR CM ECF
(REVI SED 11/ 04)

REG STRATI ON FOR THE ELECTRONI C CASE FI LI NG SYSTEM

A

TERMS

1. “CM ECF Systeni or “Systens” refers to the Court’s
Case Managenent/El ectronic Case File System that
recei ves docunents filed in an electronic form

2. “Filing User” refers to those individuals who have
registered as an electronic filer and who have a
Court issued login and password to file docunents
electronically. |In order to receive an electronic
| ogin and password, the filing user nust conplete
the eligibility requirenents outlined in | C

3. “Notice of Electronic filing” refers to the notice
automatically generated by the CM ECF System each
time a docunent event is entered or a docunent is
filed.

DESI GNATI ON OF CASES

Al cases filed after March 1, 2004 wll be part of the
Court’s CMECF System All pleadings and docunents
required to be filed wth the Court, shall be
electronically filed effective QOctober 1, 2004.
Ef fective Cctober 1, 2004, all pleadings filed with this
Court by attorneys nmust be filed el ectronically using an
i nternet connection. Attorneys who file paper docunents
with the Court after Septenber 30, 2004 nmay be issued an
order to Show Cause as to why they cannot file
electronically and will be requested to appear before
this Court.

Exceptions to this required procedure for electronic
filing docunents and pl eadi ngs i ncl ude:

1. Docunent s under seal

2. Pl eadi ngs and/or docunents submtted by parties
wi t hout | egal representation.

3. Proofs of Claim filed by creditors who are not
represented by attorneys and who are not registered
users of CM ECF.

4. Any additional exception to this Rule shall only be
granted by specific order of this Court under
extraordi nary circunstances and requires that a



nmotion be filed with the court, outlining the basis
of the request for the exception.

(For further reference, see Ceneral Order No. 45.)

The Cderk’s Ofice wll imge docunents that are filed
conventional ly by those who are non-attorneys. The Court does
not retain the pleadings after they have been i naged except as
noted in Section IIl Part O Pleadings wll be discarded
thirty (30) days after imaging absent a witten request for
return of original pleadings submtted to the erk within 15
days of filing.

C. ELIGBILITY
1. Ceneral Rule: Any attorney who is a nenber in good
standing of the bar of the United States D strict
Court for the Eastern District of Cklahoma
(itncluding those admtted Pro Hoc Vice), United

States Trustees and their Assistants, u. S.
Trustees, private Trustees and others as the Court
deens appropriate (see Section IlIl Part R), shall

be entitled to a System password to permt the
attorney to participate in the electronic retrieval
and filing of pleadings and other papers in
accordance with the System

1. REQUI REMENTS FOR FI LI NG ELECTRONI CALLY

A ATTORNEY ELIGBILITY

In order to be eligible for a system| ogi n and password,

the foll ow ng requirenents nust be satisfied.

1. Local Attorney: The attorney nust have successfully
conpl eted the Court CM ECF training programor been
certified in another court and net the additional
requirenents listed in Paragraph 2.

2. Non Resident / Qut of District Attorney or Attorney
Certified in another District: |If the attorney has
been granted Pro hac vice status or has been
admtted to our Court, the attorney nust be
registered as a CMECF Practitioner in another
District Court or Bankruptcy Court and nust be
famliar with our Court’s notion practice, have
read our Courts Admnistrative Procedures for
CM ECF and conpleted the online web based tutori al
which is |l ocated on the Electronic Case Filing |ink
of the Court’s website at ww. okeb. uscourts. gov.
If an attorney has received a login and password




from another district, after receiving CMECF
training in that district, proof nust be provided
to the Cerk’s Ofice of such prior training and
certification. W strongly encourage all attorneys
to participate in training in a Bankruptcy Court as
the District Court training differs considerably
fromthe Bankruptcy Court.

TRAI NI NG PREREQUI SI TES

Prior to participatingin CMECF training, external users

are required to:

1. Possess basi c personal computer skills, including a
wor ki ng knowl edge of the internet, browser usage,
ability to prepare and attach PDF S, e-nmail usage
and scanni ng.

2. Establish a PACER Account, if not previously
est abl i shed.

3. Insure hardware and software requirenents are
sufficient to file electronically.

4. Have a credit card or debit card available to
utilize for the paynent of fees when electronically
filing.

TRAI NI NG CLASS

The staff of the Cerk’s Ofice will teach a four hour
training class for attorneys in order to train the
attorney and staff fromthe attorney’s office howto file
el ectronically. Attorneys may sign up for the training
class by going to the CMECF link on the Court’s website
at www. okeb. uscourts. gov. Foll ow ng the conpletion of
the in class training, there will be an assignnment to
file sanpl e pl eadings fromthe attorney’ s office prior to
the certification to becone a filing user for CM ECF

The Court has received approval for four hours of
Conti nuing Legal Education credit for attorney’s
attendance in the training class. Attorneys and staff
will also have an on-line training manual that may be
utilized side by side wwth the CM ECF conputer screen

allow ng attorneys to review the training manual, while
prepari ng docunents for filing in order to have a step by
step directory as to the procedures.

NON- ATTORNEY LAW OFFI CE STAFE

Law of fice staff and non-attorneys are not eligible for
their own login or password, although such staff my
attend CM ECF training as long as the attorney is signed
up to take the training or has attended training.




LOE N AND PASSWORDS

Regi stration for a password is governed under Paragraph
Il H No filing user shall permt his or her password to
be utilized by anyone other than hinself/herself or an
aut hori zed enpl oyee. The attorney is responsible for all
pl eadings filed utilizing their |login and password. A

filing user shall imediately notify the Cerk by
tel ephone and by facsimle if they learn that their
password has been conprom sed. Filing users may be
subject to sanctions for failure to conply with this
provi si on. Attorneys will be provided a login and
passwor d. Attorneys will have the ability to change
their password wthin the system It should be noted

that if the password i s changed, the staff at the Cerk’s
Ofice has no ability to provide attorneys with their
password, if the attorney forgets the password.

SECURI TY

Filing users agree to protect the security of their
passwords and i medi ately notify the Clerk if they | earn
that their password has been conprom sed.

AUTHORI ZED USE OF LOG N AND PASSWORD

The i ndi vidual naned in the CM ECF El ectronic Filing User
Regi stration Formremains the official recipient of the
filing user’s password. No filing user or other person
may knowi ngly permt or cause to permt a filing user’s
password to be used by anyone other than an authorized
agent of the filing user.

REG STRATI ON

1. A Registration Formattached hereto as FormA is to
be used for local attorneys and out of D strict
attorneys and limted use wusers and shall be
submtted for each filing user. This Formis also
avai l abl e on t he Court website at
www. okeb. uscourts. gov.

2. All Registration Fornms shall be returned to the

Uni ted States Bankruptcy Court, Eastern District of
Okl ahoma, Post O fice Box 1347, Ckmul gee, Ckl ahoma
74447, Attention: Debi Anderson.

3. After successful conpletion of the Court’s training
program (including training class and office
assignnent) or certification by the Cderk in
circunstances where an attorney has received
certification in another District and has conpl et ed
the Court’s assignnment, read the Admnistrative



Procedures and notion practice, each filing user
w Il receive a System password.

4. The password required to submt docunments to the
System serves as the filing wuser’s origina
signature on all electronic docunents filed wth
the Court. The password al so serves as a sighature
for purposes of Federal Rules of Bankruptcy
Procedure 9011, other Federal Rules of Bankruptcy
Procedure, the Local Rules of this Court and any
ot her purpose for which a signature is required in
connection wth proceedings before the Court.
Electronically filed docunments nust include the
signature bl ock that sets forth the nane, address,
t el ephone nunber and t he attorney’s bar
regi stration nunber. In addition, the nanme of the
filing user, under whose login and password the
docunent is submtted nust be proceeded by a
“s/Jane Doe” and typed in the space where the
signature woul d ot herw se appear.

AGREENMENT TO RECEI VE NOTI CE ELECTRONI CALLY
Participationin the Systemby recei pt of a password from
the Court, shall constitute a request for service and
notice electronically pursuant to Federal Rule of
Bankruptcy Procedure 9036. Filing users, by receiving a
password from the Court, agree to receive notice and
service by electronic neans and registration as a filing
user constitutes:

1. Waiver of the right to receive notice by first
class mail or certified mail and consent to receive
notice electronically.

2. Wai ver of the right to service by personal service,
first class or certified mail and consent to
el ectronic service, except with regard to service
of a sumons and conpl ai nt under Federal Rul es of
Bankruptcy Procedure, 7004. Waiver of service and
notice by first class mail or certified mail also
applies to notice of an entry of order of
j udgenent, under Federal Rules of Bankruptcy
Procedure 9022.

REVOCATI ON OF PASSWORD

The Court may revoke a filing user’s password and
t her ef ore, his or her authority and ability to
el ectronically file docunents under any of the foll ow ng
condi ti ons:




1. Failure to conmply wth any provision of the

agr eenment cont ai ned in t he filing user’s
Regi stration Form

2. Failure to adequately protect his or her password.

3. Failure to conply with the provisions of these
Adm ni strative Procedures for electronically filed
cases.

4. Failure to pay fees required for docunents filed

el ectronically.

5. M suse of the System

6. As a sanction ordered by the Court after notice and
an opportunity for hearing.

[11. ELECTRONIC FILING AND SERVI CE OF DOCUMENTS

A

Fl LI NG

Except in an exceptional circunstance which prevents the
user fromfiling electronically, all petitions, notions,
menor anduns of | aw or ot her pl eadi ngs and docunents to be
filed with the Court in connection with a case assi gned
to the Systemshall be electrically filed on the System

NON- FI LI NG USERS

Not wi t hst andi ng t he above requi renent, non-attorneys who
are not registered participants in the System are not
required to electronically file pleadings and other
papers in a case assigned to the System

TIME OF FILING

The System is “real tinme” therefore, the receipt of
filing will show the actual date and time a docunent was
filed in the System Docunents which are electronically
filed on the Systemoutside of normal business hours wll
be deened filed on the date and tine received. For
exanple: If a docunent is received on Novenber 1, 2003 at
10: 00 P.M, the receipt of filing wll showthat date and
time and the docunent will be deened filed as of that
date and tine. Deadlines wll not change as a result of
this policy. The deadline for filing, unless otherw se
specifically set, is mdnight of the due date (Central
Standard Tine). Deadlines falling on a weekend or | egal
holiday wll allow filing on the next working day.

DOCUVENT TITLE

The filing user nmust designate a title for the docunent
by selecting the appropriate event title from the
categories provided in the System Once a docunent is




submtted, it beconmes part of the case docket and only
the Cerk’s Ofice can make changes to the entry.

ERRORS

A docunent may be incorrectly filed in the case as a
result of attaching the wong PDF to the docket entry,
selecting the wong docunent type from the nenu or
entering the wong case nunber and submtting the
pl eading to the System wi thout correcting the error.

If the filing user discovers an error, he or she should
contact the Clerk’s Ofice at 918-758-0126 Ext. 228 or
235 to notify the Clerk’s Ofice of the error. |If you
are unable to reach these extensions, dial “O to be
directed to another enployee. After hours, if you have
made an error, please call 759-HELP. |f appropriate, the
Court will make an entry indicating that the docunent was
filedinerror and the filing user will be notified if he
or she should refile the docunent or if a corrective
entry needs to be nade. Do not refile the docunent
w t hout contacting the Cerk’s office.

EMERCGENCY PLEADI NGS

Enmer gency notions, conplaints for tenporary restraining
orders and supporting pl eadi ngs and objections thereto,
may be filed electronically but the filer nust contact
the Judge’s Law Clerk at 918-758-0366; if unavail able
contact the Courtroom Deputy at 918-758-0126 Ext. 236 or
238 to advise sinmultaneously with the transm ssion. |If
the transm ssion is nade after 4:30 p.m, the tel ephone
call nust be made by 9:00 AAM the follow ng work day.

CONSEQUENCE OF ELECTRONI C FI LI NG

1. El ectronic transm ssion of the docunents with the
CM ECF System or the docketing of an event on the
System consistent with these rules, together with
the transm ssion of a notice of electronic filing
fromthe Court, constitutes filing of the docunents
for all purposes of the Federal Rul es of Bankruptcy
Procedure and the Local Rules of this Court, and
constitutes entry of the docunent or event on the
docket kept by the Cerk under Federal Rules of
Bankr upt cy Procedure 5003.

2. When a docunent has been ei t her filed
el ectronically, filed conventionally and
subsequently inmaged, the official record is the
el ectronic recording of the docunent as stored by




the Court, and the filing party is bound by the
docunent as filed or event docket ed.

SYSTEM FAI LURE

If the Court’s electronic filing equipnent is inoperable
at the tine of the deadlines for filing any paper, the
filing wuser should submt, as soon as practical
thereafter, with the understanding that the late filing
w Il be excused, unless an extension is prohibited by
law. Filing users may call the Cerk’s Ofice at 758-
0126 or 759-HELP to determine if the systemis i noperable
at the Court site or if the problemis a result of the
filing user’s equipment mal function. |If the late filing
is due to the filing user’s electrical filing equi pnent
bei ng i noperable, the filing user should submt as soon
as practical thereafter, with the understandi ng that the
Judge will make a determnation if circunstances justify
an excused late filing. If either the Court’s or the
filing user’s electronic filing equipnment is tenporarily
i noperable, the filing user should e-mail the PDF of the
pl eading, in order to satisfy an imedi ate deadline in a
pendi ng case. Perm ssion may be obtained to fax the
pleading if it is due imediately.

There is a public access roomavailable from8:00 - 5:00
where public conputers are available to attorneys and
non-attorney filers to assist registered users in their
ability to file electronically.

SERVI CE

Whenever a docunent is filed electronically in accordance
with the electronic filing procedures, the System w ||
automatically generate a Notice of Electronic Filing at
the tinme of docketing, and the Notice wll Dbe
automatically sent to all parties in the case who are
regi stered users in the System

If the recipient of Notice for Service is a registered
attorney/participant inthe Systemand service upon that
attorney/participant is permtted by first class nuil
under applicable Bankruptcy Rules, the Notice of
El ectronic Filing automatically generated by the System

and sent to the attorney/participant, shall be the
equi val ent of service of the docunent by first class
mai |, postage prepaid.

The filing user shall serve the docunent upon all persons
entitled to Notice for Service in accordance with the
applicable rules who are not participants in the System



and file a Certificate of Service in accordance wth
Paragraph 111 J.

Service of a Sumons and a Conplaint filed in an
Adver sary Proceedi ng or I nvol unt ary Bankr upt cy Proceedi ng
shall continue to be made pursuant to Federal Rule of
Bankruptcy Procedure 7004. El ectronic Service is not
sufficient service for these pleadings. The Return of
Service on the Summons shall be filed electronically.

CERTI FI CATE OF SERVI CE

Whet her service of docunents is on a registered
attorney/participant, in conpliance with paragraphs |11
| or on non-registered parties/attorneys in conpliance
with Local Rules and Federal Rules, the Certificate of
Service is still required for all pleadings. The filing
user should prepare a Certificate of Service stating the
date, and the nane and address of the parties receiving
notice by U S. Mil and save it to a PDF docunent. The
filing user should then file the Certificate of Miling,
under Bankruptcy, then Ot her, then Browse and Attach the
PDF Certificate of Muiling. Then choose Yes to add
attachments to the Certificate of mailing. The
attachnent (s) should be the Notice of Electronic filing
of the pleading(s) showing who received notice by
el ectronic nmeans. You may also attach a Mailing Matrix
if you mailed the Motion and Notice to the Matrix. You
must then link the Certificate of Mailing back to all the
pl eadings that you mailed out or that were noticed
el ectronically.

DUTY TO FILE ORI G NAL Sl GNATURES

1. As of Cctober 31, 2004, it wll no longer be
required to file the Declaration of Electronic
Filing formwth this court. |If you determne it
isin the best interest of your clients to continue
to prepare this form you should retain it in your
file.

SOCI AL SECURITY NO FORM 21
Social Security No. Form21 is required to be filled out
and signed by the Debtors but not filed with the Court.
It should not be a part of the Petition, but should be
kept by the attorney filer.

RETENTI ON REQUI REMENTS

Docunents that are electronically filed and require
original signatures other than that of the filing user
nmust be maintained in paper formby the filing user for

9



a period of one (1) year, after the case has cl osed and
all time periods for appeal s have expired. On request of
the Court, the filing wuser nust provide original
docunents for review

STI PULATIONS / JO NT_ MOTI ONS

In the case of a stipulation, a Joint Mtion or other

docunents to be signed by two or nore persons the

foll ow ng procedure shall be used

1. The filing user shall initially confirm that the
content of the docunent is acceptable to all
persons required to sign the docunent, and shall
obtain and have in his or her possession the
signatures of all parties on the docunent.

2. The filing user shall then file the docunent
electronically indicating the signatories, e.g.,
“s/ John Doe or s/ Jane Doe.”

3. The filing user shall retain the paper copy of the
docunent containing the signatures for a period of
one (1) year after the case is closed. In Adversary
Pr oceedi ngs, the parties shall mai ntain the
original docunent until after the proceeding is
concl uded and at | east one (1) year, after all tine
periods for appeals have expired. Upon request,
the signed docunent nust be provided to the other
parties or the Court for review

NON- REG STERED AND PRO SE FI LERS

Petitions, lists, schedules, statenents, anendnents,
pl eadi ngs, affidavits and other docunents which nust
contain an original signature or which require
verification under Federal Rule of Bankruptcy Procedure
1008, or an unsworn declaration as provided in 28 USC
81746 nust be filed in paper formw th both signatures.
These docunents will be scanned so they may be filed
el ectronically in the System The original petition
carrying the debtor’s signature in pro se cases shall be
mai ntained in the Clerk’s Ofice after scanning.

FEES PAYABLE TO THE CLERK

Al l docunents requiring a filing fee that are filed in
the Systemnust be paid electronically by the filing user
by entering a debit card or approved credit cards which
will be the only acceptable nmethod for paynment of such
fees. Paynents of the filing fee shall be made on the
date the docunent is submtted to the Court. Failure to

10



make paynment within 24 hours of the filingwll result in
the filing user being automatically |ocked out of the
System Filers will not be able to file additional
pl eadi ngs until the paynent is nmade and filer is allowed
back in the system

PROCF OF CLAI M5
Exhibits (20 page limt of normal type print) in support

of a Proof of Caim shall be filed electronically
whenever possi bl e and shall be docketed as one event with
the Proof of Claim The exhibits should be

electronically inmaged and filed in PDF format together
with the Proof of Claim Registered participants shall
file proofs of claim electronically. The party filer
nmust add the creditor name exactly as it is on the claim

LIMTED USE PASSWORD

Proof of Clains and Reaffirmati on Agreenents may be fil ed
el ectronically by the person obtaining a limted use
password fromthe Clerk’s Ofice. Each participant nust
conplete and sign an Application for Limted Use/d aim
Password Form attached hereto as FormA and avai |l abl e on
t he CM ECF section of our website at
wwwv. okeb. uscourts. gov. Persons will not be required to be
an attorney toreceive alimted use password in order to
file a proof of claimand reaffirmation agreenents.

SEALED DOCUMENTS

A Mtion to file docunents under seal shall be filed
el ectronically w thout attaching the docunents that are
subject to the Mtion. Cont enpor aneously, wth the
filing of the Mdtion to file docunents under seal, the
filing user shall conventionally file, in paper format,
docunents that are to be placed under seal with the Court
for its review If the Motion to File Under Seal is
granted, the rel ated docunents will be nmai ntained by the
Clerk’s Ofice under seal until further ordered. The
Order of the Court authorizing the filing of such
docunents under seal will be entered electronically by
the Cerk’s Ofice and a paper copy of the Order shall be
attached to the docunments and under seal.

MOTI ONS FOR BANKRUPTCY CASES AND ADVERSARY PROCEEDI NGS
The foll owi ng procedure, which is outlinedin nore detail
on the Court’s website, should be utilized for the notion
practice. Forns regarding the notion practice are also
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avai l able on the website. The time on the web includes
three days for mailing.

Prepare your notion and save as a PDF docunent. Prepare
your proposed order and save as a PDF docunent. Prepare
your Form 20 Notice of Mdtion and save as a PDF docunent
or you may go to t he Court’s website at
wwwv. okeb. uscourts. gov. under Forms or Hearing Dates and
use the fillable Form 20 and save as a PDF. You wll
need to obtain the objection deadline date and the
hearing date fromthe website under Hearing Dates. You
w || choose the chapter, the type of notion and then get
a hearing date. Uilize those dates to fill in the Form
20 listed within the Hearing Dates website. The filing
user will thenloginto CMECF and file the notion under
Bankruptcy or Adversary, then under Mdtions and Browse
and Attach the PDF notion. You nust file your notion and
notice the sane day you obtain the objection and hearing
date fromthe website. The filing user will receive a
Notice of Electronic Filing which needs to be saved to a
PDF docunent to be attached to the Certificate of
Mai | i ng.

Next, the PDF E-Order will need to be uploaded to the
Court. See ORDERS: Next, file the Notice of Mdtion Form
20 under Bankruptcy or Adversary, then Notices and Browse
and Attach the PDF Notice of WMbdtion. The filing user
W Il receive a Notice of Electronic Filing which needs to
be saved to a PDF docunent to be attached to the
certificate of Mailing. The notion and notice will be
electronically miled to all parties that have elected to
receive electronic notice. Next, the filing user will be
required to examne the Notice of Electronic Filings to
determ ne who did not receive notice electronically and
mail the Mtion and the Notice of Mtion to any
interested party via U S. Mil.

The filing user will then prepare and save to a PDF
docunent, a certificate of Mailing stating who received
notice of the Mdtion and Notice of Mdtion by U S Mi
and on what date it was mailed. The filing user will then
file the Certificate of Mailing under Bankruptcy, then
O her, then Browse and Attach the PDF Certificate of
Mai | i ng. Then choose Yes to add attachnents to the
Certificate of Mailing. The first attachnent will be the
Notice of Electronic Filing of the Mdtion that was saved
i n PDF. The second attachnent will be the Notice of
Electronic Filing of the Notice of Mtion. You may
attach a mailing matrix if you nmailed the Mdtion and
Notice to the Matrix. You nust then link the Certificate
of Mailing back to the Mdtion and the Notice. You do not
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have to attach the WMtion or the Notice to the
Certificate of Mailing.

The attorney will schedule the notion for a hearing and
if no objectionis filed to a notion, (and it is not any
notion that requires a hearing) then the hearing wll be
taken off of the docket wi thout further notice. If an
objection is submtted tinely, all parties shall be
prepared to attend the hearing as no further notice of
the hearing will be mail ed.

Appl i cation for Conpensation Procedure will be handled in
the same fashion as the notion procedure wth specific
gui delines regarding the Application for Conpensation
outlined on our website at www okeb. uscourts. gov.

ORDERS

Pursuant to Local Rule 9072-1, proposed order granting
the relief requested shall be presented to the C erk when
a notion is filed. The proposed order nust conformto
the follow ng format requirenents:

1. The top margin of the FIRST PAGE nust be four (4)

inches. All other pages of the order will have a
top margi n of one inch.
2. To assist the court in verifying that the “entire”

body of the submtted order has been properly
transmtted, the LAST LINE in the order nust be
three (3) pound synbols (###), centered in the
mddle of the page, to indicate the order is

conpl et ed.
3. A line for the date and a signature line for the
judge is omtted. All orders will be signed

electronically by the judge in the space provided
by the top margin on the first page.

4. Al'l orders prepared by | egal counsel shall indicate
the name of the law firm nane and bar nunber of
the attorney responsible for the order, mailing
address and phone nunber for the firm and, if
desired, the fax nunber and/or e-mail address.
This information shall be included on the order

after the line containing the three (3) pound
synbol s.

5. Al'l proposed orders nust contain the | anguage “The
Movant Shall Notify Al Interested Parties O This
Order .

SUBM TTED ORDERS
Al Oders nust be submtted electronically using O der
Upload in ECF. The fonts used with Adobe Acrobat Witer
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| V.

Version 3 or 4 nust be Courier, Helvetica, or Tines New
Roman (regul ar, bold, italic and bolditalic). The fonts
used with Adobe Acrobat Witer Version 5 nust be Arial,
Courier or Times New Roman (regular, bold, italic and
bold italic). O her fonts will not process correctly
t hrough the court’s noticing center. Oders shall not be
conbi ned with the application or notion. The application
or notion nust be filed prior to submtting a proposed
order to Order Upload. Do not attenpt to file a pleading
whi ch contains an order in the body of the pleading.
The submtting party should upload the E-Order through
ECF by sel ecting Bankruptcy, then Oder Upload, Upload
Single Order, type in the case nunber, type in the docket
entry nunber or click Next, select the arrow key on the
Order Type box and choose ExParte, if it is a notion or
application where no hearing is required. Choose
Expedited only if the court has told you to use this
cat egory. Choose Hearing Held if you had attended a
hearing and the Oder is a result of that hearing
Choose Hearing Scheduled if you are scheduling a hearing
or using Notice of Mbdtion. Choose OQther if it is an
Agreed Order. You will need to type in the hearing date
that you have obtained from our website if you choose
Hearing Held or Hearing Schedul ed, then Browse, verify
and Attach the PDF file of your Proposed Order. An upl oad
success nessage appears. The PDF file nanme is the
Court’s nanme. You can click onthe file nane to viewthe
E-Order. Save the Notice of El ectronic Subm ssion of the
O der.

TEXT ORDERS

The Court will be issuing text orders, which will not
i nclude a separate docunment signed by the Judge. The
entry of the text on the docket sheet will take the place
of a signed order. A text order will be identified by
the Statenment “This notice of Electronic Filing is the
official Order for this entry. No docunent is attached.
And I T IS SO ORDERED S/ JUDGE TOM R CORNI SH'. \What ever

forman order of the Court takes, it will still have the
sanme power and effect as paper orders signed by the
Judge.

The noving party will be required to print the text order
and mail it to any party not receiving electronic notice.

PUBLI C ACCESS TO THE SYSTEM
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| NTERNET ACCESS

Al t hough any person can retrieve and view docunents in
the Systemand access information fromit w thout charge
at the Cerk’s Ofice, electronic access to the System
for view ng purposes is otherwise limted to subscribers
to the Public Access to Court Electronic Records System
(PACER) and, in accordance with the Ruling of the
Judi ci al Conference of the United States, a user fee w ||
be charged for accessing certain detailed case
i nformation, such as reviewi ng fil ed docunents and docket
sheets but excluding review of calendars and simlar
general information. A PACER | ogin and password can be
secured by contacting the PACER Service Center to
establish an account. Registration nmay be made on |ine
at http://pacer.psc.uscourts.gov or by calling the PACER
Service Center at 800-676-6856.

PUBLI C ACCESS AT THE COURT

The public will have electronic access at the Cerk’'s
O fice during regular business hours (8:30 - 4:30) for
view ng the docket sheet and docunments filed in the
System

There is a public access roomavailable from8:00 - 5:00
where public conputers are available to attorneys and
non-attorney filers to assist registered users in their
ability to file electronically.

CC]\IVENTI ONAL COPI ES AND CERTI FI ED COPI ES
Conventional and certified copies of electronically filed
docunents nmay be purchased at the Clerk’s Ofice during

regul ar business hours. The fee for copying and
certification will be in accordance with provisions 28
U S.C. 81930.

M SCELLANEQUS NMATTERS

A

FI LI NG OF PLAN W TH PETI Tl ON

Wen filing a Chapter 13 Petition, if the Plan is
submtted for filing on the sane date as the Petition,
then the Cerk’s office wll mail the plan to all of the
creditors. |If the Planis not submtted at the sane tine
as the Petition, then it wll be the attorney's
responsibility to mail the Plan to the creditors.

DEFI G ENT _FI LI NGS
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If the debtor fails to tinely file all the pleadings
necessary to initiate the case and as required by the
Bankruptcy Code and Bankruptcy Rules under Rule 1007
then the United States Trustee is deened to have filed a
Motion to Dismss the bankruptcy case pursuant to the
appropriate provision of the Bankruptcy Code and Rul es of
Bankruptcy Procedure under Rule 1017. The bankruptcy
case wll be dismssed without further notice and a
hearing if the deficiencies specified in the *Notice of
Deficient Filing issued by the Court when the case is
filed are not corrected within the tinme period set forth
inthe notice. At any time before the date set for entry
of an Order of Dism ssal, the debtor

(1) may file a Motion requesting a hearing at which

debtor shall show cause why the case should not be

di sm ssed for deficiencies or

(2) may file a Motion and proposed order seeking an

extension of tinme to file deficiencies.
*The Notice will give debtors 15 days to request a
hearing, file a Mition to Extend tinme or file their
schedul es or the case wll be dism ssed.

ENTRY OF APPEARANCE

Wen filing an Entry of Appearance on behalf of a
creditor, you nmust list the creditor’s conpl ete nane and
address on the Entry of Appearance.

LAPTOP COMPUTER USE | N THE COURTROOM
Possession of |aptop conputers is authorized for the
foll owi ng individuals under the conditions outlined.

1. Lawers who present photo identification and a
current bar registration card fromthis court;
2. Pro Hac Vi ce counsel who pr esent phot o

identification and a court order which establishes
that they are admtted to practice for a particul ar
case, when counsel is at the courthouse on busi ness
related to that case;

3. I ndividuals who are granted specific witten
perm ssion fromthis court.

Al'l such individuals and | aptop conputers are subject to
proper screening and security cl earance before entry into

t he courthouse. Failure to permt screening of the
device will result in the refusal to admt the |aptop
conput er.
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No person who is allowed to possess a | aptop conputer in
the courthouse my allow it to be wused by any
unaut hori zed person or for any unauthorized purpose.
Use of devices in the courthouse: Laptop conputers are
al l owed, but the volunme nust be nuted. No ot her
el ectronic communication device my be used in the
courtroom

Any electronic communication device that is used in
violation of this ruleis subject toimmedi ate, permnent
confi scati on. In addition, in the discretion of the
court, the violator or other responsible party may be
subj ect to other sanctions (including financial
sanctions).

(For further reference see General O der #46)

FAI LURE TO | NCLUDE SS# W TH THE PETI TI ON

The caption of a petition comrencing a case under the
Code shall <contain the social security nunber and
enpl oyer’s tax identification nunber and all other nanes
used by the debtor within six years before filing the
petition pursuant to Rule 1005, Federal Rules Bankr.P.
If the electronically submtted petition does not contain
the data for the debtor’s full social security nunber or
a petition filed by a non-attorney does not contain
Oficial Form 21 stating the debtor’s full social
security nunber, the filing attorney or non-attorney is
responsible for mailing Oficial Form 21 stating the
debtor’s full social security nunber to all parties
listed on the debtor’s matrix and filing with the court
a certificate of service that they have done so. The
Oficial Form 21 shall be submtted to the court to add
the debtor’s social security nunber to the case
i nformati on data. The O ficial Form 21 should not be
el ectronically filed and should not be attached to the
certificate of service that is electronically filed

Attorney filers shouldinclude the social security nunber
on the Petition and not submt Form 21, but nust retain
a copy of the Formin their office for at | east one year
after the case is closed and the appeal tine has run.

AVENDED SCHEDULES

For amendnents to a debtor’s schedule of creditors, |ist
of creditors, matrix or mailing lists, the fee is
governed by 11 U S.C. Section 1930, for each anendnent.
No fee is required when the nature of the anendnent is to
change the address of a creditor or an attorney for a
creditor listed on the schedules or to add the nane and
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address of an attorney for a listed creditor. The
attorney for the debtor is required to file a cover page
stating the type of anmendnent that is being nmade if the
attorney is not required to pay the fee for the
anendnent . QO herwise, the fee will automatically be
charged. Anmendnents to the debtor’s schedul es shoul d not
be uploaded to the court wusing case upload, as this
creates a new bankruptcy case.

NOTI CE OF DOCUMENT SI ZE REQUI REMENT (2 MEGABYTES)

The file size of PDF docunents should be kept under 2
megabytes (2 MB, which is equal to 2,000 kil obytes). You
will need to check the file size of the PDF file and
split the file into smaller files if the file is larger
than 2 MB.

Check the docunent’s file size by selecting the folder
containing the file you wsh to view Cick on View,
Details. You will see the file size for all files under
the header Size, or open the file in Acrobat. dick on
File, Docunent Info, General. The file size displays in
byt es.

NOTE: If you find a file over 2 MB or 2,000 KB or
2,000, 000 bytes, it’s too big and you wll need to divide
the docunent into smaller chunks.

For docunents to be scanned, you shoul d scan t he docunent
as usual . Limt the scanning to no nore than 50-page
chunks of the docunent per file name (Note: Even breaking
the docunment into 50-page batches doesn’'t necessarily
mean that the file size will be under 2 MB. The nunber
of pages in a docunent doesn’t determne file size).

Check the file size of the resulting PDF file by opening
t he docunent in Acrobat. dick on File, Docunent info,
CGeneral. The file size displays in bytes. Renenber, if
you find a file over 2,000,000 bytes, it’'s too big and
you wi I | need to divide the docunent into smaller chunks.

In addition, we recommend when setting up scanning
equi pnent to sel ect a 200 dpi (dots per inch) setting and
scanning for black & white.

Sonme setups may not have a 200 dpi setting so the nearest

possi ble setting to that resolution is best. Over 300
wll create very large inmage sizes.
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Sonme scanners may not have a “black & white” setting. It
m ght be entitled text docunent or sonmething simlar to
t ext docunent.
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This Form Can Be Typed On

FORM A

United States Bankruptcy Court
Eastern District of Oklahoma

ELECTRONIC CASE FILING SYSTEM REGISTRATION
FOR FULL ECF PARTICIPANTS AND TRAINING WAIVER FORM OR
LIMITED USE CLAIM PASSWORD

If you have completed the training required to access the ECF system for the United States
Bankruptcy Court in another district or you wish limited use access to the ECF system you may
complete this form to receive a login and password without completing a four hour class. Full
participants will need to complete an online exercise and review the Administrative Procedures for
CM/ECF aswell asmotionand order practice, asthey may differ fromproceduresinthe court where
you received your training.

Access Requested: D Full Participant  Skip directly to Section 2.

|:| Limited Use Participant Complete Sections 1 and 2.

Section 1. IFYOUWISH TOBE A LIMITED USE PARTICIPANT:
D Attorney

| affirm that | am admitted to practice in the United States Courts for the
Didtrict of (State), That | desire to file pleadings in the Eastern District of

Oklahoma and | have made Application to appear Pro Hac Vice and presented the appropriate fee
to the U.S. District Court for the Eastern District of Oklahoma.

D Creditor (non-attorney)

| affirm that | am authorized to prepare and file Proof of Claims on behalf of

and/or am authorized to execute and submit Reaffirmation

Agreements on behalf of
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FORM A

Section 2. ALL APPLICANTSMUST COMPLETE THE FOLLOWING:

First/Middle/Last Name:

Last Four digits of Social Security Number:

Attorney Bar# and State:

Firm Name:

Firm Address:

V oice Phone Number:

Fax Phone Number:

Internet E-Mail Address:

By submitting this registration form, the undersigned agrees to abide by the following rules:

The System isfor use only in cases and proceedings in the United States Bankruptcy Court for the
Eastern District of Oklahoma. The System may be used to file and view electronic documents,
docket sheets, notices and other information.

Each attorney desiring to file pleadings or other paper electronically must complete and sign a
RegistrationForm. If anattorney, anattorney's password combined withthe user'sidentificationlogin
servesasand constitutesthe attorney's signature. Therefore, an attorney must protect and securethe
login and password after it isissued by the Court. If there is any reason to suspect the login and
password has been compromised in any way, it is the duty and responsibility of the attorney to
immediately notify the Court. The Clerk of Court will immediately delete the password from the
System and issue a new password.

Pursuant to Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy Procedure 9011,
every pleading, motion and other paper (except creditor lists, schedules, statements or amendments
thereto) shall be signed by at least one attorney of record or, if the party is not represented by an
attorney, dl papersshal be signed by the party. The electronicfiling of apetition, pleading, motion,
or other paper by an attorney who is a registered participant in the System shall constitute the
signature of that attorney under Federal Rule of Civil Procedure 11 and Federal Rule of Bankruptcy
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FORM A

Procedure 9011.

The Registered Attorney is responsible for any applicable fees required in conjunction with filings
made using the assigned account and shall pay those fees on line using the credit card payment
module of the System. Failure to do so may result in temporary loss of access to the System

This registration constitutes: (1) consent to receive notice eectronically and waiver of the right to
receive notice by first class mail pursuant to Federal Rule of Civil Procedure 5(b)(2)(D) and
Bankruptcy Rule 7005; (2) consent to electronic serviceand waiver of theright to service by personal
service or first class mail pursuant to Federal Rule of Civil Procedure 5(b)(2)(D) and Bankruptcy
Rule 7005, except with regard to service of asummons and complaint. Waiver of service and notice
by first class mail applies to notice of the entry of an order or judgement. Service as required by
Bankruptcy Rule 9014 shall not be perfected by electronic notice.

A user accesses Court information viathe Court's Internet site or through the Public Accessto Court
Electronic Record (“PACER” ) Service Center. Although eectronic filing is accomplished through
the System, all eectronic public access to case file documents occurs through PACER. A PACER
login is required in addition to the password issued by the Court. To register for PACER, a user
must follow direction for registration available on the PACER web site
(Www. pacer.|pSc.uscourts.gov).

By thisregistration, the undersigned, hasread and agreesto abide by al of the rules and regulations
in the Order Regarding Procedural Rules for Electronic Case Filing and Administrative Procedures
for CM/ECF currently in effect and any changes or additions that may be madeto such administrative
procedures in the future.

| currently meet and will continue to meet all hardware and software requirements promulgated by
the court for system use. | understand that the current minimum requirement for filing documents
are: a persona computer such as windows 95, 98, 2000, NT, Millennium or Macintosh. A PDF -
Compatible word processor software. High-Speed Internet access, if available. Internet Explorer,
Netscape Navigator, Adobe Acrobat PDF “Writer” or Software to convert documents to PDF.
Scanning equipment may be necessary to create el ectronic imagesnot inthe word processing system.

| understand that it is my responsibility to maintain in my records al documents bearing my origina
signature that are filed using my password and all documents bearing the signature of any signer on
whose behdf | file adocument using my password for a period of one year after the case is closed.

| understand that | must submit to the clerk’ s office a completed Declaration regarding Electronic
Filing of Petition and Schedules form for every new case filed.

| understand that it ismy responsibility to notify the Court, immediately, of any change in my address,
telephone number, fax number, or e-mail address.
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FORM A

Please return to: U.S. Bankruptcy Court
Eastern District Oklahoma
CM/ECF
POB 1347
Okmulgee OK 74447

Applicant Signature Date
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